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- T niel, “woagewent Staff 2 Japuory 1259
Tnief, lecords mhuzement Sta’t

sepnrt for Periof 18 Necerber 1955 Through T Jammry 1559
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x. Teagible

{1} The Seecrds Comter received T20 ou. Ti. of ineetive

" records froo Tomp offiees and deetroyed 185 cu, ft,

a7 the total loactive records rrveived, WAk em. 4.
awme frowm DB/,

{2} Completed four new snddoe revised Porme. Tiseontinued
ten obsolete TovuB.

{3} In perticipstion with clerical staff, 25X1
cosplated expungion o BAU O mrie file W -
clude son-adainistrative mm*ﬁ,ﬁ. Podified the
sgeney filing Manddook to persit its use e an imdex
and Ti'e plam for IN/Pers/PD. Retived six cu. ft.

of tomctive regords.

(%) Comtributed tc the Tollowing sceomplishments of the
recently tersipsted ad Boe cosmittes to reduse pouch
wveight:

Totsl Hombhly Pouck Weighs

Totel Jonthly Forms Pouch tolzht 3,181 1bs. 1,232 1ha.

rercent of Forms Ueight to Total 55.49% 28,24
foueh Welght

k. Intangible

{1} Developed Tloor niuns for the fenersl Counsel law
‘ibrary in the nev bullding.

pecsmended to “upply Division ox improved format for
its mtal% aof 7ield forms.

L
Lt
e

{31} Ziimimated 2 forss supply probles by srranging for
{rmedicte shipsent o supplies of cable Torms direct
frow the- Qeayt to the Cable Jecretary.
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. (4) Reeomsended dwat csuipies fer the Osmerel “ounsel shelf
= £ile imstallation. 7“roleet {p now eosplote,

{1} Hine sav and 15 revised forss renfing.
{#} rsristisg Services Divisios Survey. Fimsl report belizg written.
(3) Revision of Travel Order. -

() ’relﬂnt Dissenisstion Inferasiion Reports end Systens.
{3) nevision of Dispateh Fore..
(6) Inproved Msmegesemt of Stocked Forss.

b, Shelf Pilisg
- »{i% affiee of Personnel,

EF)  1n/otw. Imstellation o squipsent evwpleted.

L {3} Acquisttion Brameh Litrary/OCR.

(b)) e Librery Division/mg,

osx1 | 45) | looms on, Plans end
giwelPications mma o 25X1
b /(é') i” mmsmfm/?. i Yeguisiticn for sguipment forvarded to
;m&e’m

{7} rtise of fecwrity/Butiding 13. wm-mm Tor shelving
forvaried to Logisties.

e ?iiiww

- o7 (L) ffice of Perscnne]l Fubject-Bumeric Files, Cospleted
imtalu%im in ("fice of M/Pers/FD. | Installetice in
weooess in Emgmm Relations Bremeh. |

"';z} #3/9DD Translation Index.
< {3} Coptreet Personcel Blvisica/OF card Index.
(&} . orfiee of Comzuntestions| | 25X1
w) .Mial Planning ‘ssistant/T0/8 Subject-Tumerie File.
L (€ sxecutive Sesretary/TE/ID/F Cord Index.
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de  udit wed Revision of Becords tentrol Schedulws
L -{1) Hedienl Staff

\//(2) oce
¢. Spesisl Frojeets

{1} Healquerters il Clesnup | mz@., Coupleted At of
Vol I1. Henagement Toola” and 2 publicity fiter for
he cempeizn,

{R) neview of OT: Cleriesl Training ia Piling Sywbews. mxu
cplag an improved laseson plan and visusl aide.

o ¥itsl Mxterisls

{1} 7o dete, the survey of finished intelligence on deposit
in the sentral OCR gollectien st the Nepository has
plapoisted 27 series as being 2on-vitel, aad estublished
retention pericds of frog three nonths 40 three ysers
oun 498 of the eollemetisn,

i review of docusents contaiowd su OCB Lidwwry Ssteh
msmﬂm will sake posmible the Sestruwetion of 3,804
reels and sowe 350,000 tad cards used s sn index o

3¢ issicwwots - Insetive
~Be GBI Fubloct-Nucerie Files Irstalletions.

b, Imehine Records Division Files Swrvey.

#. :*Wg: abers of the Steff atterded the O Lunehecn ‘ouference
of Boures Deta Actonebtion.”

Supply Division Mas been Turnieded an inventory of 3‘19 forae it
upes, with the uslerstanding thet the meed for esch fore and its
reiate provedures will be thoroughly reviewed.
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